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Adversary Case Opening - Page 1

Adversary Proceeding

Case Opening

Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff and defendant and basic statistical data. The lead event is incorporated into

this process and will not need to be docketed separately.

STEP 1 Click the Adversary hypertext link on the CM/ECF main menu bar.
(See Figure 1.)
EECF Bankruptcy « Adversary + Query ¢ Reports » Utlities » Logout ?p
Figure 1
STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)
EECF Barkruptcy  «  Adversary . Query ¢ Reports .« Utliies -« Logowt
|Adversary Events
:3-::”;;;1 & Summans
Crgen an APIMP Taze
OrdsrsfOoruons
Figure 2
L 4

Click the Open an AP/MP Case hypertext link.
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The CASE DATA screen displays. {See Figure 3.)

CF Bankruptcy  +  Adversary Quesy «+ Reports  « Utilities Logout
Open Adversary/MP Case :

Case Numher ]au-lzzE[ .
Office  |Pleszantille ."'I
Date Filed I'r.v'z 1/2000

Case Type [ap =

Complaint [y =)
Next|  Ciwar I
Figure 3

If necessary, click in the Case Number field. Enter the adversary
proceeding number in the format yy-nnnn, inciuding the hyphen.

. If the case number is generated automatically, skip the
case number box and continue entering the other case
information as necessary.

Select the Office from the drop down box.

The current date s displayed in the Date Filed box.

. To backdate this filing, enter the correct date in the format
mm/dd/yyyy or mm/dd/yy, including the forward slashes.

The Case Type values are “ap” for adversary proceeding and
“‘mp” for miscellaneous proceeding. Accept the default of “ap”.

The Compilaint field indicates whether a Complaint is the lead
event for this proceeding. If a Complaint initiated this proceeding,
leave this fieid setto y. If another document, such as a Notice of
Removal, was filed instead, select n.

When this screen is correct, click [Next].
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STEP 4

*

The PARTY SEARCH screen appears. (See Figure 4.)

5

Cpen Adversary/MP Case

{Search far a party

fulversary  «  Query

* Reports « Utlities + Logout

s
Last/Business name I{}n:gngi
:gaarch | TEinar

T Endy pmy:sil‘?c}ﬁ??"

TaxId |

Figure 4

Before adding a party, it is recommended that one search the
database for the filer. One can search by Social Security Number,
Tax |dentification Number, Last Name or Business Name.

+ The entire business name is

stored in the Last/Business

name field. The field size is 80 characters.

Search Hints:

. Partial names can be entered.

. Enter one field of data for each search.
- A minimum of two characters must be entered in the Last Name field.

. Format Social Security Number or Tax ID with hyphens.
. Searching is case sensitive. (Smith, not smith)
. Include punctuation. (Q'Brien, Zeta-Jones)

Try alternate search clues if your first search is not successful.

Enter the plaintiff's last name in the Last/Business name field
and click [Search]. In Figure 4 we have entered the first word or

the plaintiff's name (Financial).
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STEP 5 The SEARCH RESULTS screen appears. (See Figure 5.)

Banknpicy  «  Adversary + Query - Reports - Utilities - Logout

Search for a party

SSN [ TaxId I
Last/Business nama L -

-
-| sClear

[Party search results
Financial, Providian =]

d|
© wBalact name oM ket o I ZCruate naw paﬂf_g__'-‘[

Figure 5a

NOTE: If the designated party was already on the database, the Party
Search Results screen would provide a listing of parties
matching your search criteria. In that situation you would
select the party by highlighting the name with your mouse and
click on the [Select Name From List] button. {See Figure 5b.)

* In Figure 5b the only party on the database matching the search
criteria was Providian Financial. Since our party, Financial
Services is not on the list, click the {Create New Party] button.

Party search results
Financial, Providian =]

&l

LD R A e et e e
SHESElechnams NSl

Figure Sb

NOTE: Your name search may find more than one record having the
same name you entered as shown in Figure 5c. Clicking on
each of the names will display a window showing the party's
address information for verification.
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If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on the
[Create new party] button to add a new person record with
this address.

ZECF _wwros

Search for a parcy

SN . TaxId
Last/Business name l a{?ﬂ;‘;ﬂl Y f 1
* ]—z' Aintrican fxpress
- i 091 Jizemote Rd.

Pallas, TX 78555

[Party search results
| Armencan Express, 3‘

I .,ﬁ,‘.:lg -
Figure 5¢

STEP 6 The PARTY INFORMATION screen appears. (See Figure 6.)

* Enter the plaintiff's Name and Tax ID or SSN information in the

appropriate boxes, Follow local court conventions for address
information for parties.

EECF Barkruptcy - Adversary + Query + Reports + Utlties « Logout

[Party Information
Lastname |Firanctal Secvices, fnc  Fustname |
Middle name [ Generation | Titte |
SSN r—m.u.lm Tax ID W
Office | Address 1 [
Address2 | Address3 |
cey [ sae [ me [
Comty [ ) Cowntry [
Phone r_—— Fax f_—__
Emad |
ProSe m Role |Flamtd (pla:pty) ~]
Paryeext | e
] m;‘;‘;m&ﬁ;uw
o] (] |

Figure 6
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*

*

*

STEP7

*

*

Expand the Role Type selection pick list by clicking on the down
arrow ¥ and select Plaintiff.

The Party Text field is used for further party description, such as
A California Corporation or Trustee for the Estate of.... This
information wiil appear on the caption of the docket report
immediately after the party's name.

Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 6.)

The ATTORNEY SEARCH screen allows you to retrieve the
attorney record by either State Bar ID or Last Name (or partial

Last Name) on the SEARCH FOR ATTORNEY screen. (See
Figure 7.)

Search for an attorney

Bar Id i_ e

- Search | {Claac’|

Figure 7

This exercise illustrates how one could search for the attorney

Corneiius Appleby. The search clue entered in the Last Name field
is the beginning of his last name.

Click on [Search].
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STEP 8 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 8a.)

ISearch for an attorney

BarId l o
Last name B B
;fénn‘:h: iéh‘:r‘l

|Attorney search resules
Appleby, Comelius =]

2

THSwG rar o G| T Coaate nw atiomay - |

Figure Ba

NOTE: Your search may find more than one person having the same
name as shown in Figure 8b. Clicking on each of the names
will display a window with the person's address information for
verification.

if none of the addresses are correct for your attorney, you can
either 1.) modify the address (for this case only) on the
following ATTORNEY INFORMATION screen, or 2.) click on
the [Create new attorney] button to add a new person record
with this address to the court’s attorney roll. Follow local
guidelines.

E’Eﬁ‘ﬂ ] Benjamin Maelock, Jc.
Bar Ida:
Ratlockx § ¥aclock Lew O0ffices
3901 Forrester Clccle
Atumcy search results Pleasuetville, IA 18333
Matlock, Benjamin 2]
:
R !
]
of ..
Pt ey T e
Figure Bb
* When your name appears, highlight it with your mouse and click

on [Select Name From List].

IT Systems Depioyment and Support Division/AQ-OIT October 29, 2001



CM/ECF Court Draft Adversary Case Opening - Page 8

STEPS The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 9a.)

* Reports  « Utlities « Llogout

Attorney Informatian (Party Financial Services, Inc), )
Comnelius Appleby Bar I&:IN 57912 Bar Status:Active

Office [aieck, Thoradike ans bopl  Address] 1973 £ ¥alnuc seeaas
Adiress2 [ Address 3 |
City [indisneporia ~~ _ Sate [in
Zip {4_62—9;:—__‘ Country r_—
Phone L Fax o
E-mail | ~_ Leadartomey [yes ~|

v | e o o, Clickihe Add attomnay or Canesl alomey bution Lo retum to
" Add attomay - I i=xCance! aﬂnmcj';’,‘-s:l fﬂnr..’ the Party sereen and odd other attomeys, add akases, or
subzit o] infornation fof this party.

Figure 9a

L 4 Since your attorney record can accommodate only one address, if
the address for this case should be different, make the changes to
this screen. This will change professional and mailing information
FOR THIS CASE ONLY.

* After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

* The ATTORNEY INFORMATION screen again appears. (See
Figure 9b.) At this time you could click on the [Review] button to
veriiy attorney and alias information for this party. Figure Sb
shows how this information is displayed.

_E
Attorney(s) added:

F  Appleby, Cornebus
Black, Thomdike and Appleby
1923 E. Walmyt Street
Indianapoks, IN 46204

Adversary « Query « Reports » Utfities o Lagout

Alias(s) added:

None added.

A Rutum 10 Party Streane—:| [Clar.| Uncheck ta remove from st

Figure 9b

L 4 Click on the [Return to Party screen] button.
2 4 When the PARTY INFORMATION screen appears again, Click [Submit].

STEP 10 The PARTY SEARCH screen appears again (See Figure 10.)
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STEP 11

Open AdversaryiMP Case

Search for a party

7 SSN | — Taxd [
LastBusiness name Daniels

iSearci] Ciedr |

I End pany-seiection - |

Figure 10

Enter party information for the defendant Dale A. Daniels. Search by
last name.

When the SEARCH RESULTS screen appears, the party will be
displayed because Dale Danigls is already a debtor on the bankruptcy
case. (See Figure 11.)

Barkruptcy + Adversary « Query -+ Reports « Utlities Logout

ss¥ [ o TaxMd [
Last/Business name ) )
IParty search results %
Danigls, Dale A -]
|
“5eect nare fam st - | EXCrate naw pany

Figure 11

Highlight the name and click on [Select name from list].
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STEP 12 The SEARCH RESULTS screen appears next with this party's
address as it is recorded in the database from the bankruptcy case.

(See Figure 12.)

Party Information
Dale A Daniels SSN:301-42-6361
Office | Address 1 [15103 Sun Tra1l
Address 2 [ - _ Address 3 | _ ] _
Couaty [Essex ) Cowntry [
Phone I S Fax
Emad [ o
ProSe [no =] Rale [Unknown {unk:pty) =]
" Rroriy 5] [AGST] FReigulTE] 401 oz sad shnses s
Figure 12
* Follow your court's procedures for addresses for defendants. You

must select the Party Role by clicking on the ¥ down arrow for the
Party Role field. Highlight Defendant and click on [Submit]. The
defendant’s attorney information will be added at a later time.

4 The Party Search screen will reappear. Since all parties have now
been entered, click on [End Party Selection]. Statistical information
will be entered on the next screen.
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STEP 13 The system will then display the ADVERSARY STATISTICAL screen
{See Figure 13a).

= Utiities = Logout

Open Adversary/MF Case

[Add judge | Strasherg |, Lillian "I

Party code |U.S. not a Panty in the case ]

Naturs of suit [426 Dischargeability 523} -]
Transfer date I—"
Ruie 23 (class action) [n ~]
Jury demand [None -]
Demand 3000 [

Nex

Figure 13a

\ 4 Select the Judge to whom this case is assigned from the drop- down
box.

* For the Party code field, make the appropriate selection from the list

below. (See Figure 13b.} For this example, 3 US not a party in the
case, is the correct selection.

3 U.S. Not a Party in the Case |

1 U.S. is a Plaintiff

2 U.S. is a Defendant
JU.S NotaParty inthe Case
Figure 13b

* Select the Nature of Suit for the case from the drop-down list, shown
below. (See Figure 13c.) If there are multiple natures of suit in the
proceeding, select only one.

426 (Dischargeability 523) ~]
424 (Obj/Revocation Discharge 727
426 (Dischargeability 523)
434 (injunctive Relief)

435 (Validity/Priority/Extent Lien)
454 (Recover Money/Property)
455 (Revoke Plan Confirmation)
456 (Declaratory Judgment)

457 (Subordinate Claim/interest)
458 (Approval For Sale)

459 (Application For Remaval)
498 (Other Action)

Figure 13c
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NOTE: If one of the multipie suits is a 727 Objection to Discharge, it is
important to enter 424 as the first number.

<+ The Origin code defaults to 1 Original Proceeding.
(See Figure 13d.} This setting is normaily correct. Other values are:

1 Original Proceeding ¥
1 Origina! Proceeding
2 Removed From State
4 Reinstated/Reopened
5 Other District Trans In

Figure 13d

L 4 Enter a Transfer date only if the case has been transferred in from
another district.

A The default for the Rule 23 (class action) field is n. Select y if the
proceeding is a class action.

L 4 The default for the Jury Demand field is None. (See Figure 13e.)
Make another selection from the values below, if appropriate.

INnne ;l

Defendant
None
Plaintiff

Figure 13e

L 2 Dollar Demand. if there is a dollar demand, enter the amount in
thousands to the nearest thousand. For example, if the Dollar
Demand is $45650, $5,000, or $5499, you would enter 5 for $5000,

leaving off the 000.

L 4 When this screen is correct, click [Next].
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STEP 14

NOTE:

NOTE:

The ASSOCIATED CASES screen displays next. (See Figure 14.)

“ZECF oo

Open Adversary/MP Case

« Adversary » Query e« Reports « Utlities « Logout

Add Associated Cases
Member case ngmber

Lead case number [007—10;2}77 o

Association type I:ﬂ-dvarsary ..'_]

Figure 14

Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

If the case number is invalid or if the lead case does not reside on this
database, an error message, “YY-NNNNN is not a valid case.
Please enter a valid value.” is generated. You will not be able to
proceed with the case opening process. Research the reason for the
error.

If you do not enter any number in the Lead Case Number field the
system will allow you to proceed with case opening.

Select the default of Adversary as the Association Type.

Click [Next] to continue.

IT Systems Deployment and Support Division/AQ-OIT
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STEP 15

The PDF DOCUMENT SELECTION screen displays.
(See Figure 15a.)

ZECF _wires

Open Adversary/MP Case

Adversary - Query » Reports « Utliies « Logout

Select the pdf document (for example: CA199¢v501-21.pdf).

Filename

[nual\ Working\PDT_docs\complaint.pdf ;_gar;!\i—;:n i

Witachments to Document: & No © Yes

Next| e

Figure 15a

To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse}], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct PDF
file for this entry, right click on the filename with your mouse
and seiect Open. (See Figure 15b.)

File Upload x|

* 2] HearingNtc. P B2

b

£ '@ Motion.PDF '@ TrusteeFinalAcc pdf b
AN T olp.pdf g
. '@ CertSve. PDF Szsr : g
: '@ Complaint pdf . g
'@Declaraticm p ?ﬁfp"ﬁtﬁ A %

Figure 15b

. This will launch the Adobe Acrobat Reader displaying the
contents of the imaged document. Verify that the document is

IT Systems Deployment and Support Division/AQ-OIT
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correct.

* Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box
(See Figure 15c.)

il R

@ Motion.PDF 4@ TrusteeFinattce. pdf ”

A & Obi.PDF B Volp.pf

¥ @ CertSvc.PDF '@ Order.pdf E
& [TA Complaint pf '@ ProofClaim. pdf
f @ Declaration.pdf @ Schedules.pdf :
t[RHeaingNtc.PDF TR SUMMONS. pcf -

T

Figure 15¢

¢ There will be no attachments in this exercise. Attachments will be
covered in another lesson. Therefore, leave the default of N for no.

L 2 Click [Next] to continue.
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October 29, 2001



CM/ECF Court Draft Adversary Case Opening - Page 16

STEP 16 The FILING FEE screen will display prompts for Fee and Receipt
information and possibly a reminder concerning §727 objections to

discharge. ' (See Figure 16.)

Open Adversary/MP Case

FOR COURT USERS ONLY: IF this is a 727 Objection to Discharge, Docket the Flag Set-727 Objection t
[Discharge Event Next.

[For Recempt #, Enter CC for Credit Card or O for Other Pa%menr..

cetpt # Lf,,,*}." b Il_-"_ﬂ_ )
| st

Figure 16

+ Enter the receipt number, or CC if the payment is by credit card, or O
for Other payment, (deferred, waived, etc.) The fee amount defauits
to $150.

* Click [Next] to continue.

STEP 17 The system will display the MODIFY DOCKET TEXT screen.
{See Figure 17.)

* Additional description regarding the document can be added through
the text editing window,

L When the docket text is complete and accurate, click [Next].

EECF Bankruptcy + Adversary « Query « Reparts « Utlities
Open Adversary/MP Case

Darcket Tcxt:rlﬁdify asAppropda;.- S T o TR
426 (Dischargeability 523): Complaing by Cornelius
Appleby on behalf of Financial Services, Inc against Dale Daniels . Receipt Number CC,
-Fee Amount (Stevens, Kate) ] et

e 1G]

Figure 17

! CM/ECF usage often leads courts 1o consider new, more efficient business processes and information flows. In that planning, a
court might address processes that relate to financial matters. Courts must recognize that CM/ECF is not a financial system and does
not have extensive built-in financial audit features. Therefore, courts cannot overlook the necessity to incorporate appropriate
safeguards into their financial processes.
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STEP 18

L 4

NOTE:

The FINAL POCKET TEXT screen displays (See Figure 18.)

+ Utilities  «

Bankruptcy -

Adversary + Query + Reports

Open Adversary/iMP Case

Docket Text Fisal Tekt '+ o C
- 426 (Dischargeability 523): Complaint by Cornelius Appleby en behalf of Financial
Services, Inc against Dale Daniels. Receipt Number CC, Fee Amount (Stevens, Kate)

Attention!! Submitting this screen commits this transaction. You will have no further
oppeortunity to modify this submission if you condnue.

Next] Clear]

Figure 18

Proofread this screen carefully! No further changes are allowed after
this screen. Ifitis correct, click [Next].

If any part of the entry is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the screens
again with the respective [Next] or [Submit] buttons.

To abort or restart the transaction at any time up until the final docket
text screen, click the Adversary hypertext link on the Menu Bar.

When an adversary is opened, the complaint information
is spread over to the main bankruptcy case.

IT Systems Deployment and Support Division/AQ-OIT
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STEP 19 The system then displays the NOTICE OF ELECTRONIC FILING
screen. (See Figure 19a.)

Open Adversary/MP Case

[Motice of Electronic Fimg

Case Name: Fmancial Services, Inc v. Daniels
Case Number: 50.01344

Dacument Number: |

Case NHame: Dale Danels

Case Number: 00-10122

Document Nomber: 2

[Docket Text:
(426 (Dischargeabifity 523): Complamt by Cornelius Appleby on behalf of Fraancial Services, Inc agemst Dale Danicls. Recemt
[Number CC, Fee Amount (Stevens, Kate)

[The following document(s} ars associated with this tansaction:

[Dacument description: Mam Docurent

Original filename: O/ECF _Studerzs/PDF Files/complaint pdf

[Electronic document Stamp;

{STAMP bkeciStamp ID=5981735243 [Date=11/1/2000] [File Nuznber=3530-0] [5
c11f4c43c533ef4e092782ed22¢073302365198eb lab6ad263749b5c0ee2ad99ebbaed
32b520b970d1eB5706 1B625d4db 1241185282dc 24322125 5b£209550]]

[Document description: Mam Decument

Original filename:O/ECF_Studente/PDF Filcs/cormplant pdf

Electranit document Stamp:

{STAMP bkecfStamp_ID=581735245 [Date=11/1/2000] [FileNumber=3531-0} [2
c64b78dadb0bBe See 121 267240 175¢ 70220 5¢0dan 3¢9 5c4 14ec 82906 2bafdd 84 10
3cced887635345a884628 194 37Hb0034{7 550756 1aBeadd 7855¢a]]

00-01044 Notice will be electronically mailed to:
00-01044 Notice will not be electronically mailed zo:
Comelus Appleby

1Appleby, Sommers & Prnce

4123 ¢. Wahut Street
Newark, NJ 07102

Figure 19a

* The Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court's database. [t certifies
that this is now an official court document.

NOTE: If an entry is backdated, the date and time will not appear on
the notice of electronic filing.

* Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,

IT Systems Depioyment and Support Division/AO-OIT October 29, 2001
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a bullet appears next to the document number of the event on the
docket report. (See Figure 19b.) Clicking on this bullet will display a

copy of this notice. Attorney users must first login to the PACER
program. (See Figure 19c¢.)

@3 | Application to Pay Filing Fee in Installments.

| 01/082001 |
| | 01/08/2001)
!

Figure 19b

To print a copy of this notice, click the browser [Print] icon.
To save a copy of this receipt, click [File] on the browser menu.

Trustee and Aftormey users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access to

any Query or Report programs must go through the PACER
system.

L 4 When an attorney or other external filer selects a menu option
from Reports, Query or the Claims Register, they will be presented
with the Public Access to Electronic Records (PACER) screen.
(See Figure 19c.} Users must already be registered with the
PACER system to have a login and password. Note the
information on the screen below.

An access fee of 5.07 per page, as approved by the Judicial Conference of the United States at its

September 1998 session, will be d for access to this service. Al inquiies wall be tharged to
your PACER loghn that is kept on Sle. If you da not need fing capabilties, enter your PACER,
logn and password. The Client code is provwided 20 the PACER us=r as a means of tracking
tantactions by client. This code can be up to tharty two alphanumeric characters long
Authentication . ines . tx L
Login; I

Fassword: I_ )

Client cade: |

& Em s TeiLT

R

aleis Tl w e

T T TR,

™ Make this my default PACER login
Login| it |
Figure 19¢c

* When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the

IT Systems Deployment and Support Division/AQ-OIT October 29, 2001
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top of the notice:

***NOTE TO PUBLIC ACCESS USERS**

You may view the filed documents once without
charge. To avoid later charges, download a copy of
each document during this first viewing.

* At this screen, you can select a choice from the Main menu. For
example, you can click on Bankruptcy or Adversary to open
another case or file another document. If you are finished, click
on Logout.

IT Systems Deployment and Support Division/AO-OIT October 29, 2001
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